Creating Personal Folders

Open your Outlook Mail client
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Click on the Tools menu and select Options



: File Edit View Go

 SiNew - | 13 X
‘B3 ~ Hudson, Bobby
: @ Snagit &' Window
Mail
Favorite Folders

[ Inbox (2)

L& Unread Mail (2)
L7 Sent Items

Mail Folders
2] All Mail Items

= @ Mailbox - Kraus, Bria
(5] Deleted Items (11
L7\ Drafts [2]
= L7} Inbox (2}
[ folder
| L@ Junk E-mail [4]
L4 Outhgx

Tools | Actions

() RSS Feeds

Help

Send/Receive
Instant Search
Address Book...
Organize

Rules and Alerts...
Qut of Office Assistant...
Mailbox Cleanup...

Empty "Deleted Items" Folder
Recover Deleted Items...
Forms

Macro

Account Settings...

Trust Center...

Customize...

Options...

Ctrl+Shift+B

EY &

* Ype number, press Enter to

L3 Sent Items
& [0 search Folders
# 3§ Archive Folders

Select the Mail Setup tab and click on Data Files



Eric

K j Set up e-mail accounts and directories. [ Emalac e ]

Send/Receive
—%= Setsend and receive settings for e-mail messages and documents.

—_

: Send immediately when connected [ Send/Receive... ]

Data Files

& Change settings for the files Outlook uses to store [ Data i ]
&ﬁ e-mail messages and documents. Files.. .

Dial-up
— g: Control how Outiook connects to your dial-up accounts. i
@ Warn before switching an existing dial-up connection
() Always use an existing dial-up connection

[] Automatically dial during a background Send/Receive

?
SAM Hang up when finished with a manual Send/Receive

: fitneg)
\5-2:30)

Apply

The Account Settings window will appear. Click on the Data Files tab and then
click Add....
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Data Files
Outlook Data Files

E-mail | Data Files |RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

¥5f Settings... @ SetasDefault )X Remove [ Open Folder...

Filename
Archive Folders archive.pstin C:\Users\bkraus\AppData'\Local \Microsoft\Outlook
Mailbox - Kraus, Brian outlook.ost in C:\Users\bkraus\AppData'Local WMicrosoft\Outlook

Comment

Default

& | | Select a data file in the list, then dick Settings for more details or dick Open Folder to display the

folder that contains the data file. To move or copy these files, you must first shut down Outlook,

Tell Me More. .,

The New Outlook Data File window will appear

P m—— E—————— T — e}
New Outlook Data File s

Types of storage:

D L S o A ARy,

rs File (pst)
Iders File (.pst)

Outlook 97-2002 Personal Fol

Description
Provides more storage capadty for items and folders.

Supports multilingual Unicode data. Not compatible with
Outlook 97, 98, 2000, and 2002,




Click OK

The Create or Open Outlook Data File window will appear. This gives you the
opportunity to decide where you want to save your personal folders and the
mail you put in them. For this example, we will save the personal folders to the
desktop.

> v
Account Settings | =% =
|~ Create or Open Outlook Data File
| _ P—
' Q@v' .« Local » Microsoft » Outlook v | é, ’ Search Outlook
Organize ¥ New folder S, ©
[+] Nime - Date modified Type
4 .7 Favorites o . - S ;
B Deckt li] archive 1/26/2010 9:38 AM Microsoft Of
esktop
& Downloads
| Recent Places |=
0 L ibrarics This is the default locationfor |
> 5l Documents ™ personal folders. The location can
b @ Music be changed by clicking on the

b [&=] Pictures menu on the left.

4 |8 Computer

> &y Local Disk (C) [ < | m | ;
l File name: Personal Folders(l) v :
Save as type: [Personal Folders Files 'J
M (a) Hide Folders Tools ~ [ oK ] [ Cancel J

After clicking on Desktop, rename the file in the File Name box. It is
recommended that you personalize the file with your first initial and last name.
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Account Settings
_—

[ Create or Open Outlook Data File

";_\e '|. Desktop » v l#,J l Search Desktop

Organize v | New folder

(e
0
4
@

-~ pr—

¢ Favorites S = Libraries
, System Folder
Bl Desktop
' Rosmionds E Kraus, Brian
2] Recent Places System Folder
- Libraries / Computer
l—j Documents - >~ System Folder

& Music

2 - Network

[e=| Pictures @ System Folder
S Videos

11

m

S
| Classroom quotes
% Computer ‘ File folder
& Local Disk (C) ~ -
I File name: ‘L d
‘ Save as type: [Personal Folders Files v]

4 Hide Folders

The Create Personal Folders window will appear.

Create Microsoft Personal Folders g

File: C:\Users'\bkraus\Desktop\bkraus.pst

- 14 |
HOICT S

Format: Personal Folders File

Password

|I| Password:

Verify Password:
[7] save this password in your password list

[ o ][ concel |
|




Name your personal folders in the Name box. The name that you type in this
box will be what appears in Outlook. Click OK.

Format: Personal Foldérs ﬁle

Password
Password;:

Verify Password:

["] save this password in your password list

[o«][c]

The newly created personal folders will appear in the Account Settings window.
Click Close.



Account Settings

b
f Data Files

Qutlook Data Files

E-mail | DataFiles | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

gAdd... 2 settings... @ SetasDefault X Remove (=) Open Folder...

Name Filename Comment
Archive Folders archive.pst in C:\Users\bkraus\AppData\Local\Microsoft\Outlook

Mailbox - Kraus, Brian outlook.ost in C:\Users\bkraus\AppData\LocalMicrosoft\Outlook Default
bkraus bkraus.pst in C:\Users'\bkraus\Desktop

Select a data file in the list, then dick Settings for more details or click Open Folder to display the
folder that contains the data file. To move or copy these files, you must first shut down Outlook. ' ___

Click OK on the Options window.
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Freferences | Mail Setup | Mail Format | speliing | Other | Delegatesl

E-mail Accounts

Set up e-mail accounts and directaries, [ E-mail Accounts

S

Send/Receive

—®= Setsend and receive settings for e-mail messages and documents,

Send immediately when connected [ Send/Receive. . ]
Data Files
4, Change settings for the files Outlook uses to store [ Data Files ]
&‘é e-mail messages and documents,
Dial-up
@ Control how Outlook connects to your dial-up accounts., b
. @ Warn before switching an existing dial-up connection
() Always use an existing dial-up connection
[7] Automatically dial during a background Send/Receive
Hang up when finished with a manual Send/Receive
1]
)
[ (0]4 ] [ Cancel ] Apply
L "

You should now see your personal Folders in the Mail Folders section of
Outlook.
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You will now be able to create subfolders and drag and drop mail and folders

into your personal folders.




